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13 August 1962 ?’ /
{ T~
MEMORANDUM FOR THE RECORD

-
Subject: Meeting with EE Contract Personnel Officer % W
STAT 1. At request of |:L ¢/Support, met withl %A’T

STAT o is contract personnel officer for the Division. He
state he has no disposition nor filing problem within his
own office. His chief concern is that of establishing a new record
keeping system thet will readily furnish certain informetion required
for a quarterly report on personnel strength and simllar "one time"
reports.

STAT 2. has started to solve his problem by taking a
position Inventory and recording for each posltion ebout a dozen bits of
information he considers eseentlal for reporting purposes. He is thinking
of putting the inventory on 5" x 8" cards and using a Kardex Safe. There
will be about 350 names in one alphabet series and around 1200 others
probably srranged by project. He is "feeling his way" in this matter and
would apprecite any suggestions. I suggested use of colored cards for
spotiing type of contract employee and he seemed pleased with the idea.

3. The menpower survey has spurred| |thinking in this STAT
matter. There is still an air of vagueness about his problem - - but
T think it's summed up in his observation that "maybe the manpower
survey would &t last £ind out how many employees we have." I promised
we would keep in touch with him.

STAT
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2ENDER WILL CHECK CLASSIFICATION TOP AND BOTTOM
| UNCLASSIFIED | | CONFIDENTIAL | X| SECRET

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS DATE INITIALS

| /P
3C-19, Headquarters

STAT

ACTION DIRECY REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION -
COMMENT FILE RETURN
CONGURRENCE INFORMATION SIGNATURE
Remarks:
Don;

Do you remerber this memorandun?

I will sppreciate any appropriate
response.

FOLD HERE TO RETURN TO SENDER
FROM: NAME, ADDRESS AND PHONE NO. _~BRTE

STAT cAdmin/DDS é
ﬁgmmn@kx:_‘ (| 5/16/63
UNCLASSIFIED CONFIDENTIAL | X\ SECRET /
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Chief, ID/P Systems Group

CIA Records Administration Officer

Disposition of DD/P Flles in Records Center

1. A critical storsge spwee Jobten
Records Cemter. This problen iy cemeed by the growing volwe
of records retired to the Centdd I imfefinite retention.
tore than 18,000 mbiam'hafmbuvenwm trang-
fmm&acem:wyw/r, L 90%h-=:

the RID Becords Control smmgm
B Rad’em:e Branch - Archim Section -~ Item 11.,
" Inactive Records, CIA" - approximately 8,000 cu. £%.

hﬂ kﬁm M ad m Miﬁn - I‘b&‘ﬁ 5«; .
"5 Records Systes Flleg" - gpproximetely 3,000 cu. f.

3. Action is needed now to reduce the volume of such
holdings and provide space for fubure Agency needs. I will
sppreciate you advising me vhen we can dispose of these records.
If I can be of assistance in determining this disposibion dase,
please let me know.

fms (1li June '62)
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